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Tompkins County Workforce Development Board  
Executive Committee  

MINUTES 
 

Tuesday, December 6, 2022 | TC Workforce Development Board Conference Room 

  

Present:   K. Franzese, K. Babuka, B. Nugent 

Excused:  S. Pronti, J. Matteson 

Staff: R. Avila, C. Sponn, D. Achilles 

Guest:  

Ms. Avila requested that Ms. Franzese chair the Executive Committee meeting due 
to Mr. Pronti’s absence. 

 

Call to Order 

Ms. Franzese called the meeting to order at 8:16 a.m. 

Approval of Minutes – September 6, 2022 
                       November 1, 2022 

 

Due to lack of quorum, approval of September 6, 2022, minutes will be deferred to 
Tuesday, January 10, 2022 meeting. 

Due to lack of quorum, approval of November 1, 2022, minutes will be deferred to 
Tuesday, January 10, 2022 meeting. 

 

Approval of Policies: Dislocated Worker Interpretation Guidance Policy 
 

Due to lack of quorum, approval of Dislocated Worker Interpretation Guidance 
Policy will be deferred to Tuesday, January 10, 2022 Meeting. 

 

   Needs Related Payment Policy 
 

Due to lack of quorum, approval of the Needs Related Payment Policy will be 
deferred to Tuesday, January 10, 2022 meeting. 
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Discussion: Living Wage 
 

Mr. Sponn reported to the Committee that the living wage is calculated on cost of 
health insurance, and it is an estimate for the increase in living wage. Mr. Myers and 
Alternatives worked in collaboration to come up with the new living wage.  

Ms. Franzese referred to a pervious conversation if the living wage is paid at the 
Career Center than the Career Center will have to service less customers.  

 

Financial Reports – October 2022 

 Ms. Achilles reported the Workforce Development Board financials are on track.  

Ms. Achilles reported the staff wage and fringe line are slightly down due to the 
Board being down one staff member - Workforce Development Associate.  

Ms. Achilles reported the sub-contract line has increased due to SYEP being fully 
expended and spending the Park Foundation funds.  

Ms. Achilles reported that the meeting expense line is at 53% due to the one time 
a year Board retreat in September. 

 Ms. Achilles reported the Office of Employment and Training percentage is on 
track. 

 Ms. Achilles reported that staff wage and fringe are lower than expected due 
Career Center being down 2 staff - Workforce Development Specialist and a Transitional 
Workforce Specialist.  

 Ms. Achilles reported that Participant wages and fringe has increase due to Youth 
staff working on outreach in rural areas and enrolling participants in IS/OS instead of 
SYEP. 

Committee Updates 

 
Youth Oversight Committee 

 
 Ms. Avila reported the Youth Oversight Committee is working on the WIOA Youth 
RFP released on November 28, 2022 and SYEP 2023 RFP will release on December 16, 
2022. 
 
 Ms. Avila reported the WIOA public questions forum will be on January 6, 2023. 
 
 Ms. Avila reported the Youth Oversight Committee meeting on January 12, 2022 
will have a presentation from Ithaca Youth Bureau on Summer Youth Employment 
Program. 
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One Stop Operation and Oversight Committee 
 
 Ms. Franzese reported the Committee met on Tuesday, November 8, 2022 and 
approved the Dislocated Worker Interpretation Guidance Policy and Needs Related 
Payments Policy. 
 

Governance and Membership Committee 
 
 Ms. Babuka reported the Committee reviewed vacancies on the Board. Ms. Babuka 
and Ms. Avila have reached out to a potential candidate to fill the position and be the 
Board Treasurer.   
 

Ms. Avila reported that the Committee is discussing changing the day/time of 
meeting due to a member having a conflict with current time. 
 

Services to Individuals with Disabilities 
 
 Ms. Avila reported that the Committee will meet tomorrow Wednesday, December 
7, 2022. 
  
 
Director’s Report 
 

MOU Update 
 
 Ms. Avila reported to the Committee that the MOU is currently with the finance 
department at the State and the Board has not received any updates. 

 
 Workforce Board Meeting – Industry Briefing 
 

Ms. Avila reported to the Committee the next Industry Briefing will be on Cannabis 
and how it will affect jobs in our community. Cannabis jobs skills that are needed are the 
same as the wine industry and how this will affect the wine industry. Ms. Avila reported 
that WIOA funds can not be used to fund customers who would like training for Cannabis 
job opportunities.  

 NYSDOL Fiscal & Program Monitoring   

 Ms. Avila reported the Fiscal Monitoring is complete with 2 findings that have been 
resolved. Ms. Avila thanked Ms. Achilles for all the work to get the State all their 
information that they requested. 

  

 Ms. Avila reported the Program Monitoring is complete and was closed successful.  
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Board Meeting Schedule 

Ms. Avila reported that in 2023 there will be 6 Board meeting and an optional April 
meeting if needed due lack of quorum and is trying to map out core dates for meetings 
throughout the year.  

Transferable Skills 

Ms. Avila reported the Board and TST BOCES are collaborating on core elements 
training program. 

Transfr VR & NYSDOL 

Ms. Avila reported that the Board has applied for a grant to purchase virtual 
googles that will be kept at the Career Center for community partners and community 
members to use.  

Ms. Avila reported if the grant does not go through then the State will provide 
them to the Career Center. 

T.C. Cannabis Information Session – Nov. 3rd 

Ms. Avila reported Mr. Sponn attended the Cannabis information session and will 
report at the March Board meeting. 

WDB Associate Position 

Ms. Avila reported the WDB Associate position has had 2 candidates interview and 
will extend the posting on the Tompkins County website.  

TCAT 

Ms. Avila reported that she has spoke with Scott at TCAT and they need mechanics 
and drivers. Ms. Avila reported that TCAT needs workers who can work and train to be a 
mechanic on electric vehicles. 

EMT Workforce and Training Program 

Ms. Avila reported that she has spoke with Mike Stitley, Director of Emergency 
Response, about the shortage of EMT’s and how to create a training program in 
collaboration with TST BOCES. 

Employment Resource Network 

Ms. Avila reported that ERN will create coaches to support job skills and 
wraparound services. The Board is working on a grant with Empire State funds to 
subsidize this position and will be hosted at Tompkins Community Action. 

 

ER-NDWG Grant 

Ms. Avila reported the ER-NDWG grant has been extended to September 30, 2023 
and requested $14,000.00 but only received $4,365.08. This will serve 1 to 2 customers.  
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Ms. Avila reported that the Board is waiting for NYSDOL to send the Axillary 
agreement for the Career Center rent for 2023 and shared expense reimbursement.  

Ms. Avila reported that the Health Career Expo will be November 23, 2023 and the 
Board will be working with Ms. Alvord from the Health Department.  

Ms. Avila reported to the Committee that her last day with Tompkins County 
Workforce Development Board will be Tuesday, December 20, 2022. Mr. Sponn will be the 
Acting Director. Ms. Avila reported that Ms. Mattick will consult with Mr. Sponn for any 
questions.  

The meeting adjourned at 9:03 a.m.  
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Tompkins County Workforce Development Board 

Dislocated Worker Guidance and Interpretation 

Purpose 

To provide guidance on the New York State Department of Labor (NYSDOL) interpretation on 
the Workforce Innovation and Opportunity Act (WIOA) definition of Dislocated Worker (DW) 
and recording DWs in the One-Stop Operating System (OSOS). 

Tompkins County Workforce Development Board (TCWDB) must develop policy/procedure(s) 
for identifying DWs under the DW definition who are not profiled as “Likely to Exhaust” or UI 
Exhaustees, that adheres to this guidance. TCWDB must use the expanded NYSDOL 
interpretations of DW in this guidance in developing these policies and procedures to ensure all 
individuals who can qualify as DWs receive WIOA services.  

The definition of DW under WIOA Section 3(15) includes five (5) categories of DWs per 
subsections (A) – (E). Eligibility for the DW program is based on the WIOA definition, but states 
have some flexibility in how this definition is applied.  

This guidance provides the NYSDOL interpretation of the terms and guidelines within each of 
the WIOA Section 3(15) subsections to expand access to WIOA services for unemployed and 
underemployed populations and help address the workforce-related impacts of the COVID-19 
public health emergency. 

As of July 1, 2022, NYSDOL allows the following interpretation of the five (5) WIOA DW 
categories:  

A. Category 1 – DW  

i. Has been terminated or laid off, or who has received notice of termination or layoff, 
from employment, including separation from active military service (unless 
dishonorably discharged); and  

ii. (1) Is eligible for or has exhausted entitlement to unemployment compensation; 
or  

NYSDOL Interpretation:  

• “unemployment compensation” to include any compensation or assistance 
received under Subtitle A – Unemployment Insurance (UI) provisions of the 
Coronavirus Aid, Relief, and Economic Security (CARES) Act, and any similar 
compensation received under subsequent federal law(s). This includes: 

• Pandemic Unemployment Assistance (PUA);  
• Federal Pandemic Unemployment Compensation (FPUC);  
• Pandemic Emergency Unemployment Compensation (PEUC);  
• Federal-State Extended Benefits (EB); and  
• Mixed Earner Unemployment Compensation (MEUC).  

As of January 18, 2021, NYSDOL uses an “hour-based” approach to define how part-
time work impacts unemployment benefits, where individuals can work up to seven (7) 
days per week without losing full unemployment benefits for that week, if the 
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individual is searching for work and meets current hourly or earnings criteria. 
Therefore, these individuals can also be designated as DWs.  

(2) Has been employed for a duration sufficient to demonstrate, to the 
appropriate entity at a Career Center referred to in WIOA Section 121(e), 
attachment to the workforce, but is not eligible for unemployment compensation 
due to insufficient earnings or having performed services for an employer that were not 
covered under a State unemployment compensation law; and  

NYSDOL Interpretation:  

• “duration sufficient to demonstrate…an attachment to the workforce” as 
any labor performed in any occupation where the employee has worked for two full 
pay periods or one month, whichever is less.  
 
NYSDOL extends this interpretation to also recognize individuals who have accepted 
stopgap employment in lieu of applying for UI benefits, and can therefore be 
designated as a DW.  

iii. Is unlikely to return to a previous industry or occupation;  

NYSDOL Interpretation:  

• “unlikely to return to a previous industry or occupation” if they have been 
unemployed since their termination/layoff or is underemployed.  
 
An individual collecting UI and exempt from work search because they are a member 
of a union who receives work through a union hiring hall, on temporary layoff (TLO), 
or seasonal loss of employment where the employer has given a definite return to work 
date within eight weeks are not considered unlikely to return and thus are not 
a DW.  
 
Individuals who are active UI claimants profiled as “Likely to Exhaust Benefits” or UI 
Exhaustees, are considered to meet the definition of DW and can be designated as such.  
 
Participant attestation is sufficient to determine if the individual is unlikely to “return 
to a previous industry or occupation.” Self-attestation must include a 
“reasonable” explanation of why the individual would be unable to return to the 
previous occupation. This explanation must include an analysis of Labor Market 
Information (LMI) data around the economic outlook of the occupation or a personal 
reason why the individual would be unable to return to a previous occupation.  

Staff may also utilize “Dislocated Worker (DW) Eligibility Desk Guide and One Stop 
Operating System (OSOS) and File Requirements” in making a determination on 
whether someone can be considered “unlikely to return to a previous industry or 
occupation.” 

B. Category 2 – DW Mass Layoff or Closure  
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i. Has been terminated or laid off, or has received a notice of termination or layoff, 
from employment because of any permanent closure of, or any substantial layoff 
at, a plant, facility, military installation, or enterprise;  

NYSDOL Interpretation:  

• “substantial layoff” as the layoff of five (5) people or 10% of that employer’s 
workforce, whichever is less.  

ii.  Is employed at a facility at which the employer has made a general announcement 
that such facility will close within 180 days; or 

iii. For purposes of eligibility to receive services other than training services described 
in WIOA Section 134(c)(3), career services described in Section 134(c)(2)(A)(xii), or 
supportive services, is employed at a facility at which the employer has made a 
general announcement that such facility or military installation will close;  

C. Category 3 – DW Self-Employed  

Was self-employed (including employment as a farmer, a rancher, or a fisherman) but is 
unemployed as a result of general economic conditions in the community in which the 
individual resides or because of natural disasters, a nationwide public health emergency, or 
other unforeseen events.  

NYSDOL Interpretation: 

• “the community in which the individual resides” as the geographic area in 
which the individual resides or as the industry, sector, or occupational community not 
bound by physical location which may be affected by general economic conditions. An 
individual’s economic community may extend beyond the geographical location of that 
person and/or their business or source of income. Conditions that affect general 
economic conditions may include the logistical supply chain or location of 
product/service delivery.  

D. Category 4 – DW Displaced Homemaker  

Is an individual who has been providing unpaid services to family members in the home and 
who has been:  

i. Either (a) dependent on the income of another family member but is no 
longer supported by that income; or (b) Is the dependent spouse of a member 
of the Armed Forces on active duty and whose family income is significantly 
reduced because of a deployment, a call or order to active duty, a permanent change 
of station, or the service-connected death or disability of the member; and  

NYSDOL Interpretation:  

• “unpaid services”: any service provided without an employer/employee relationship 
between family members. 

• “dependent on the income”: receiving financial or other form of assistance from a 
family member to meet any basic need (food, shelter, clothing, transportation, or any 
other need necessary for self-sufficiency) of the individual. 
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• “family member”: a spouse, dependent child, spouse's child, daughter-in-law, son-in-
law, brother, sister, mother, father, grandparents, grandchild, step-brother, step-
sister, step-parents, parents-in-law, brother-in-law, sister-in-law, aunt, uncle, niece, 
nephew, guardian, ward, or domestic partner. 

• “no longer supported by that income”: the removal of financial or other form of 
assistance that is provided to meet any basic need of the individual. This definition is 
not limited to the removal of the total assistance received by the individual, rather the 
assistance received per basic need, and may include individuals who work part-time if 
that work does not cover the individual’s basic need. 

• “significantly reduced”: any reduction in family income due to deployment.  
ii.  Is either (a) unemployed and is having trouble in obtaining or upgrading 

employment; or (b) underemployed and is having trouble in obtaining or 
upgrading employment.  

NYSDOL Interpretation:  

• “having trouble”: being unsuccessful in finding employment or upgrading 
employment, as determined by self-attestation.  

• “underemployed”: Displaced Homemakers to include, but not be limited to,  
(1) individuals employed less than full-time who are seeking full-time employment;  
(2) individuals who are employed in a position that is inadequate with respect to their 

skills and training;  
(3) individuals who are employed who meet the definition of a low-income individual 

in WIOA sec. 3(36);  
(4) individuals who are employed, but whose current job’s earnings are less than the 

self-sufficiency wage rate set by the LWDB, or are not sufficient based on their 
training and experience or compared to their earnings from their previous 
employment; and  

(5) individuals who are employed in stopgap employment.  

E. Category 5 – DW Spouse of a Member of the Armed Forces  

i. Is the spouse of a member of the Armed Forces on active duty, and who has 
experienced a loss of employment as a direct result of relocation to accommodate a 
permanent change in duty station of such member; or 

ii. Is the spouse of a member of the Armed Forces on active duty and who meets 
required WIOA criteria.  

Under the WIOA regulations at 20 CFR 680.660, service members exiting the military, 
including, but not limited to, those who receive or are eligible for Unemployment Compensation 
for Ex-Service members (UCX), generally qualify as DWs. Generally, a separating service 
member needs a notice of separation, either a DD-214 from the Department of Defense, or other 
appropriate documentation that shows a separation or imminent separation from the Armed 
Forces. These documents meet the requirement that the individual has received a notice of 
termination or layoff, to meet the required DW definition. ETA policy generally dictates that a 
separating service member meets the DW requirement that an individual is unlikely to return to 
his or her previous industry or occupation in the military.  
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II. Additional DW Designations  

In addition, NYSDOL recognizes the following individuals as DWs:  

A. Individuals dislocated due to Foreign Trade, including participants in the Trade 
Adjustment Assistance (TAA) Program who are part of a worker group covered under a 
certified trade petition, which demonstrates an increase in imports, a shift or acquisition 
in production, or a loss of sales and/or production which contributed importantly to the 
worker(s)’s separation or threat of separation (additional information on the TAA 
program is located in Workforce Development System Technical Advisory (WDS TA) 
#21-03); 
  

B. Long-term unemployed (LTU) individuals: Individuals who receive Unemployment 
Compensation benefits for at least 27 weeks and are still unemployed; and  

Note: LTU may include those individuals originally designated DWs as part of a National 
Dislocated Worker Grant (NDWG) and who remain unemployed once they are no longer 
funded with the NDWG.  

C. Underemployed individuals: Individuals who have been determined to be DWs may 
remain DWs, even after they have obtained employment, if they are: 
 
i. individuals employed less than full-time who are seeking full-time employment;  
ii. individuals who are employed in a position that is inadequate with respect to 

their skills and training;  
iii. individuals who are employed who meet the definition of a low-income individual 

in WIOA sec. 3(36);  
iv. individuals who are employed, but whose current job’s earnings are less than the 

self-sufficiency wage rate set by the LWDB, or are not sufficient based on their 
training and experience or compared to their earnings from their previous 
employment; and  

v. individuals who are employed in stopgap employment.  

Recording DWs in OSOS  

The One-Stop Operating System (OSOS) translates DWs identified in WIOA Section 3 (15) 
subsections (A) – (E) and those dislocated due to foreign trade into categories as follows:  

(A) – Category 1 – Dislocated Worker;  

(B) – Category 2 – Mass layoff or closure;  

(C) – Category 3 – Self-employed;  

(D) – Category 4 – Displaced homemaker;  

(E) – Category 5 – Dislocated due to Foreign Trade (includes TAA participants); and  

(F) – Category 6 – Spouse of a member of the Armed Forces.  
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LTU and underemployed individuals, other than those designated as Displaced Homemakers, 
should be recorded into OSOS under Category 1 – Dislocated Worker. 
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PURPOSE 
 The definition of Dislocated Worker (DW) under Workforce Innovation and Opportunity Act 
(WIOA) Section 3(15) includes five (5) categories. 
The five (5) WIOA DW categories are: 

1. Category 1 - DW 
2. Category 2 - DW Mass Layoff or Closure 
3. Category 3 - DW Self-Employed 
4. Category 4 - DW Displaced Homemaker 
5. Category 5 - DW Spouse of a Member of the Armed Forces 

Please refer to Program Guidance Letter (PGL) #22-01 for New York State's interpretation of 
these DW definitions.  

The One-Stop Operating System (OSOS) is the primary case management system used for 
tracking all services provided to customers throughout the Workforce Development System.  

This guide provides instructions on how to properly document dislocated worker status in 
OSOS. 

  

https://dol.ny.gov/system/files/documents/2022/09/pgl-22-01-dw-interpretation-09-14-2022.pdf
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SEARCHING FOR THE CUSTOMER 
When staff enter customer data into OSOS, it is important to determine if a record already 
exists for the customer.  In addition, there may be instances where there are two existing 
records, or duplicate records, for the customer.  When this occurs, we often see that one 
account has a Social Security Number and one does not.  Following the instructions below 
ensures that any duplicate records can be found and addressed accordingly. 

Searches are performed within the Customer Search window, in the Customer module. 

While searches are most commonly performed from the Quick Search tab, any of the active 
tabs can be used in the search process.  In addition, once you are case managing a customer, 
and their Customer ID is known, you may search for the customer using the Customer ID field. 
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QUICK SEARCH 
A customer search is most commonly performed from the Customer Search window, Quick 
Search tab.  There are numerous ways a customer search can be conducted depending on the 
information the staff has obtained.  Staff will mainly search by Customer Full or Partial Name. 

SEARCHING BY CUSTOMER FULL OR PARTIAL NAME 
Staff may search for a customer record by full or partial name.  Enter as much information as is 
known in the Last Name and First Name data fields. 

As a best practice, staff should perform a name search for any customer they are 
working with to determine if duplicate OSOS records exist for the same customer.  
Due to the potential impact on performance and funding, it is critical that data entry 
of services is entered in the correct record. If a duplicate record is found, please 
contact help.osos@labor.ny.gov. 

Click the Search button. 

 

mailto:help.osos@labor.ny.gov
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SEARCHING BY FULL SOCIAL SECURITY NUMBER OR NY ID 
Once staff are case managing a particular customer, they can search by Customer SSN or 
Customer ID in the Quick Search tab to find the customer record. 

Then click the Search button at the bottom of the screen. 

 

If there is a matching record, OSOS will display the customer's record.  If there is no matching 
record, the system will display No Matches Found in the upper right-hand corner. 

The search can be based on either SSN or ID number, but it cannot be based on both.  
Including data in both the Customer SSN field and the Customer ID field will result in 
an error message. 
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DISLOCATED WORKER 
Dislocated Worker status is documented in the Customer Detail window, Work History tab of 
OSOS.  
 

Staff must always review the entire OSOS record for accuracy at each customer 
interaction and update all tabs as appropriate.  

 

Staff must review and update the record fully prior to entering activities or recording services in 
the customer record. This will cause the customer to be properly enrolled in the WIOA 
Dislocated Worker program upon first enrolling activity or service. 
 
Enrollment information and date is visible in the Customer Detail window, Pgms/PA tab. 
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CATEGORY 1 - DISLOCATED WORKER 
To properly document a dislocated worker, the Work History tab of the Customer Detail 
window must be completed. The customer's most recent job prior to the participation in the 
WIOA Dislocated Worker program must be recorded. 

Category 1 - Dislocated Category includes customers who: 

• have been separated or received notice of separation; and  

• are eligible for or have exhausted Unemployment Insurance benefits, or who are 
not eligible for Unemployment Insurance, but have demonstrated their 
attachment to the workforce; and 

• are unlikely to return to a previous industry or occupation. 

This category will include long-term unemployed (LTU) individuals and underemployed 
individuals who have accepted stop-gap employment. Please refer to PGL #22-01 to identify if 
the customer you are working with can be classified as a Category 1 Dislocated Worker based 
on New York State's interpretation of the WIOA Dislocated Worker definitions.  
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For a customer who is considered a Category 1 Dislocated Worker due to long-term 
unemployment status, select Yes in the Long-Term Unemployed field in the Gen. Info tab. 
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Staff must select Category 1 DW in the Reason for Leaving field to record that a customer falls 
under the Category 1 - Dislocated Category.  
All other required fields in the Work History tab must also be completed. 
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Selecting Category-1 DW will open the Dislocated Worker Information section.  
In the Qualifying Dislocation Date field, enter the customer's last day of work.  
In the Tenure field, enter the number of months that customer was employed by their most 
recent employer. 
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For a customer who is considered a Category 1 Dislocated Worker due to being 
underemployed, select Employed in the Employment Status field and Yes in the 
Underemployed field in the Gen. Info tab. 
 

 

 

  

 

 



 

OSOS Guide - Documenting Dislocated Worker Status - 12 - 9/14/2022 

For underemployed individuals, create two entries in the Work History tab. 
One entry must reflect the stopgap employment obtained. For this entry, leave the End Date 
field blank and select Still Employed in the Reason for Leaving field.  
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The second work history entry must reflect the employment that the customer was displaced 
from prior to accepting stop-gap employment.  Staff must select Category 1 DW in the Reason 
for Leaving field and fill out all required fields in the Dislocated Worker Information section. 
 

 

 

 

These extra steps are only required when the only way the customer qualifies as a 
Category 1 - DW is due to underemployment.  
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CATEGORY 2 – DW MASS LAYOFF OR CLOSURE 
In the Work History tab, staff must select Category 2 DW Mass Layoff or Closure in the Reason 
for Leaving field when a customer has been terminated or laid off, or has received a notice of 
termination or layoff, from employment because of a permanent closure or any substantial 
layoff at, a plant, facility, military installation, or enterprise.  

 

 

For customers who are still employed and received a notice of termination, enter the 
Qualifying Dislocation Date and End Date of employment indicated in the letter, and 
update the Employment Status on the General info tab to Employed - Rcvd Notice of 

Termination.  If there is no date indicated in the letter, enter the date the letter was received as 
the Qualifying Dislocation Date and the End Date of employment. 
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All other required fields in the Work History tab must also be completed. 

Selecting Category-2 DW mass layoff or closure will open the Dislocated Worker Information 
section.  
In the Qualifying Dislocation Date field, enter the customer's last day of work.  
In the Tenure field, enter the number of months that customer was employed by their most 
recent employer.  
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CATEGORY 3 - DW SELF-EMPLOYED 
Staff must select Category 3 DW Self-Employed in the Reason for Leaving field when a 
customer who was self-employed is now unemployed as a result of general economic 
conditions in the individual's community or because of natural disasters. 

 

 

 

  



 

OSOS Guide - Documenting Dislocated Worker Status - 17 - 9/14/2022 

All other required fields in the Work History tab must also be completed. 

Selecting Category-3 DW self-employed will open the Dislocated Worker Information section.  
In the Qualifying Dislocation Date field, enter the customer's last day of work.  
In the Tenure field, enter the number of months that customer was self-employed. 
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CATEGORY 4 - DW DISPLACED HOMEMAKER 
Staff must select Category 4 DW Displaced Homemaker in the Reason for Leaving field when a 
customer is an individual who has been providing unpaid services to family members in the 
home and who either 

• has been dependent on the income of another family member but is no longer 
supported by that income; or 

• is the dependent spouse of a member of the Armed Forces on active duty and 
whose family income is significantly reduced because of a deployment, a call or 
order to active duty, a permanent change of station, or the service-connected 
death or disability of the member;  

• and is now unemployed or underemployed and is having trouble in obtaining or 
upgrading employment. 

 
For a customer who is considered a Category 4 DW due to underemployed status, select 
Employed in the Employment Status field and Yes in the Underemployed field in the Gen. Info 
tab. 
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In the Job Title field, enter Homemaker. 
In the Employer, Address, City and State fields, enter the customer's name and address. If the 
customer is underemployed or working part time, enter the employment information in a 
separate work history entry. 
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As Category 4 Dislocated Workers have provided unpaid services, enter $0.01 and Other in the 
Wage fields.  
All other required fields in the Work History tab must also be completed. 
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CATEGORY 5 - DW SPOUSE OF A MEMBER OF THE ARMED FORCES 
Staff must select Category 6 DW Spouse of a Member of the Armed Forces in the Reason for 
Leaving field when a customer is either 

• the spouse of a member of the Armed Forces on active duty, and who has 
experienced a loss of employment as a direct result of relocation to 
accommodate a permanent change in duty station of such member; or 

• the spouse of a member of the Armed Forces on active duty and who meets 
required WIOA criteria. 

 

WIOA defines Dislocated Worker - Spouse of a Member of the Armed Forces as 
Category 5. However, OSOS currently lists this as Category 6; this is the option which 
must be selected for customers meeting the above definition.   
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All other required fields in the Work History tab must also be completed. 

Click the Comments button at the bottom of the screen to record a comment indicating how 
this customer meets the WIOA definition of a Category 5 Dislocated Worker.  This comment 
should include the following language: 

"Customer is a Dislocated Worker-Spouse of a member of the Armed Forces.” 

Click Save. 
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COMMENTS AND DATA ELEMENT VALIDATION 
For all dislocated worker customers, staff case notes must include a comment indicating how 
this customer meets the WIOA definition of the selected category of dislocated worker. The 
comment should also include any necessary information on required data element validation. 

To record a comment, click the Comments button at the bottom of the screen. 
After typing the comment into the Comment box, click Save on the Comment box and at the 
bottom of the record. 
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ADDITIONAL CATEGORIES 
In addition to the WIOA DW categories, NYSDOL also recognizes individuals dislocated due to 
Foreign Trade as dislocated workers.  This includes participants in the Trade Adjustment 
Assistance (TAA) Program who are part of a worker group covered under a certified trade 
petition. 
 
In OSOS, these customers are documented as Category 5-DW Dislocated Due to Foreign Trade 
in the Work History tab. 
 
For detailed guidance on entering TAA eligible dislocated workers in OSOS, please see the TAA 
Intake and Eligibility OSOS Guide. 

 

 

 

 

https://dol.ny.gov/system/files/documents/2021/03/taa-osos-guide-1-intake-eligibility_0.pdf
https://dol.ny.gov/system/files/documents/2021/03/taa-osos-guide-1-intake-eligibility_0.pdf
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Properly documenting Category DW-5 in the Work History tab and recording the TAA Individual 
Employment Plan per the guidance in the TAA Enrollment and Entering the First Service OSOS 
Guide will cause the customer to be co-enrolled in both the TAA program and the WIOA 
Dislocated Worker program. 

 

  

https://dol.ny.gov/system/files/documents/2021/03/taa-osos-guide-enrollment-and-entering-the-first-service.pdf
https://dol.ny.gov/system/files/documents/2021/03/taa-osos-guide-enrollment-and-entering-the-first-service.pdf
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RESOURCES AND ASSISTANCE 
 OSOS Guides: 

• Creating a Basic Customer Record OSOS Guide 

• TAA Intake and Eligibility OSOS Guide 

• TAA Enrollment and Entering the First Service OSOS Guide 
 

PGL #22-01: New York State Department of Labor (NYSDOL) guidance and interpretation on the 
Workforce Innovation and Opportunity Act (WIOA) definition of Dislocated Worker (DW) and 
recording DWs in the One-Stop Operating System (OSOS)  

For further assistance, please contact the OSOS Help Desk: 
By phone: (518) 457-6586  
By email: help.osos@labor.ny.gov 

 
 
 

 

https://dol.ny.gov/system/files/documents/2021/03/creating-a-basic-customer-record-osos-guide-12-10-2018.pdf
https://dol.ny.gov/system/files/documents/2021/03/taa-osos-guide-1-intake-eligibility_0.pdf
https://dol.ny.gov/system/files/documents/2021/03/taa-osos-guide-enrollment-and-entering-the-first-service.pdf
https://dol.ny.gov/system/files/documents/2022/09/pgl-22-01-dw-interpretation-09-14-2022.pdf
mailto:help.osos@labor.ny.gov


Writing an Effective Case Note in OSOS 

6/21/2012 

S 

• SITUATION 
• The first step in writing a case note is recording the reason why the customer is meeting with 

you. Case Notes detail where the customer is on his or her path to training or employment 
goals. They also detail any relevant information that is not collected anywhere else in OSOS 
(e.g., if a customer discloses a disability, you would note in Comments any regular 
workplace/training accommodations).  Note any updated employment services information 
such as job search or training progress, job leads, etc. 

E 

• EVALUATION 
• Next, record your professional evaluation/assessment of the customer’s current situation.   

Record what happened during your meeting.  Were the meeting goals accomplished?  If not, 
why? Be sure to outline your assessment, any results and interpretation of these results.  
Make a note of any employment barriers your customer is facing as well as their efforts and 
challenges. 

N 

• NEXT STEPS 
• Write what you and your customer will do as a result of the meeting. Set goals for what you 

both hope to accomplish by the next meeting and schedule a follow-up appointment and/or 
workshops if needed.  This should follow logically from the customer’s situation and your 
professional evaluation. 

S 

• SUFFICIENT INFORMATION (SAY WHAT YOU SEE) 
• After completing your case notes take a moment to review that you have included enough 

information and that the note is objective.  Assume that your case notes will be referenced 
by another staff member working with the customer.  Will the information you provided be 
helpful?  Did you record pertinent details of what happened and what was accomplished, as 
well as your reasoning for any services provided and any suggestions or goals you have set? 
Include any change in employment goals, restrictions or accomodations if needed.  

• Remember, record only observable behavior, not personal impressions. 

E 

• EMPLOYMENT-RELATED INFORMATION ONLY 
• Take care to enter only facts and relevant information related to the customer’s training and 

employment goals. You should not include any unrelated information, protected health 
information (PHI) or any subjective personal opinions.  

In OSOS, case notes can be added to a customer record by clicking on the Comments Button of 
any tab in the Customer Detail Window, and can be viewed in the Comments Tab.  Case notes 
should be added to a customer record for each interaction you have with a customer.  You will 
find it helpful to record good case notes in OSOS for tracking a customer’s progress at each 
point in their employment services process.  Since multiple agencies and staff members may be 
working with the same customer, it is essential to write thoughtful case notes that provide a 
thorough and objective overview of the customer that everyone can reference and utilize.  For 
case notes to be effective, they should make SENSE: 
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Dislocated Worker (DW) Eligibility Desk Guide and One Stop Operating System 
(OSOS) and File Requirements  
 
These are the minimum OSOS and file requirements to show that the customer is a 
DW. All other relevant OSOS and file guidance must be followed. Generally, customer 
files are only maintained when the customer is participating in Workforce Innovation and 
Opportunity Act (WIOA)-funded training. 
 
 
DW1 – Unlikely to return to a previous occupation or industry 
 
Yes No Must answer yes to any one of the following: 
  Customer was automatically determined to be a DW by OSOS (OSOS 

Pgms/PA tab, Current Programs section, WIOA Dislocated Worker has a 
Reg Date but no Term Date).  1.  Update Work History Reason for 
Leaving to DW1.  If there is no job entry on the Work History tab, one 
must be added.  2.  Enter a comment similar to “OSOS automation 
determined customer is a DW1/unlikely to return to a previous industry or 
occupation.”  3.  File requirements:  None. 

  Customer is a UI Exhaustee (OSOS Gen Info tab UI Claimant Status 
shows Exhaustee).  1.  Update Work History Reason for Leaving to 
DW1.  If there is no job entry on the Work History tab, one must be 
added.  2.  Enter a comment similar to “Customer is a DW1 and unlikely 
to return to a previous industry or occupation due to being a UI 
exhaustee.”  3.  File requirements:  None. 

  Customer is profiled as Likely to Exhaust UI (OSOS Gen Info tab Profiled 
Date box has a date in it and the UI Claimant box shows Seek – Subject 
to Work Search).  1.  Update Work History Reason for Leaving to DW1.  
If there is no job entry on the Work History tab, one must be added.  2.  
Enter a comment similar to “Customer is a DW1 and unlikely to return to 
a previous industry of occupation due to being profiled as likely to 
exhaust UI benefits.”  3.  File requirements:  None. 

  Customer is unemployed or underemployed: 
• Customer has been terminated or laid off, or has received a notice 

of termination or layoff, from employment, including separation 
from active military service (under other than dishonorable 
conditions); and 

• Is eligible for or has exhausted entitlement to unemployment 
compensation or has been employed for a duration sufficient to 
demonstrate attachment to the workforce (has worked for two full 
pay periods or one month, whichever is less); and 

• Has been unemployed since their termination or layoff or is 
underemployed. 

1.  Update Work History Reason for Leaving to DW1.  If there is no job 
entry on the Work History tab, one must be added.  2.  Enter a comment 
similar to “Customer is a DW1 and unlikely to return to a previous 
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industry or occupation due to being unemployed/underemployed since 
termination/layoff.”  3.  File requirements include one of the following: 
signed application or enrollment form; signed applicant statement (self-
attestation); verification from employer; Rapid Response list; notice of 
layoff; Public announcement (such as WARN Notice) with follow-up 
cross-match with UI database. 

  Customer is unlikely to return to a previous industry or occupation for 
personal or economic (labor market) reasons: 

• Customer has been terminated or laid off, or has received a notice 
of termination or layoff, from employment, including separation 
from active military service (under other than dishonorable 
conditions); and 

• Is eligible for or has exhausted entitlement to unemployment 
compensation or has been employed for a duration sufficient to 
demonstrate attachment to the workforce (has worked for two full 
pay periods or one month, whichever is less); and 

• Is unlikely to return to a previous industry or occupation for 
personal or economic (labor market) reasons.   

1.  Update Work History Reason for Leaving to DW1.  If there is no job 
entry on the Work History tab, one must be added.  2.  Enter a comment 
describing the personal or labor market conditions that make the 
customer unlikely to return to a previous industry or occupation (see 
examples following this chart).  3.  File requirements include one of the 
following: signed application or enrollment form; signed applicant 
statement (self-attestation); verification from employer; Rapid Response 
list; notice of layoff; Public announcement (such as WARN Notice) with 
follow-up cross-match with UI database. 

 
An individual collecting UI and exempt from work search because they are a member of 
a union who receives work through a union hiring hall, on temporary layoff (TLO) or 
seasonal loss of employment where the employer has given a definite return to work 
date within eight weeks are not considered unlikely to return and thus are not a DW. 
 
Comment examples for when the reason the customer is unlikely to return to an 
occupation or industry is economic: 

1. Customer was employed as a telephone operator and is 
unlikely to return to that occupation -- O*Net shows this 
occupation is declining rather than growing. 

2. Customer was employed at Family Video.  Per Newsweek 
(2/27/21), Family Video is the nation’s last video rental 
chain, and they are closing all remaining stores. An internet 
search showed there are no other video rental stores in 
customer’s commuting area so he’s unlikely to return to this 
industry. 

3. Customer was employed as a floral designer, but the 
business closed due to declining sales. She is unlikely to 
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return to that occupation; BLS indicates that employment will 
decline 20% between 2020 and 2030. 

Comment examples for when the reason a customer is unlikely to return to a previous 
occupation or industry is personal: 

4. Customer was employed as a medical coder for 23 years 
but is unlikely to continue in that occupation because he 
lacks the newest certifications that are currently required in 
the field. 

5. Customer was employed as a plumber for many years but is 
unlikely to return to the occupation because she is no longer 
able to perform hard physical labor. 

6. Customer has a lot of experience in the restaurant industry 
but will not return to that industry for medical reasons (see 
file for details).  In this case, staff entered a note in the file 
that the customer is being served under the Opioid grant and 
is seeking employment outside the restaurant industry since 
there is illicit drug use in the industry he wishes to avoid. 

7. Customer worked in the banking industry but is unable to 
continue working in that industry due to personal legal 
circumstances. 

8. Customer is long-term unemployed; she worked as a CNA 
in the early 2000s but was laid off during the recession and 
hasn’t worked since.  She’s unlikely to return to that 
occupation because her certification expired and she’s no 
longer capable of heavy lifting. 

9. Customer is long-term unemployed; he exhausted 26 
weeks of UI benefits and is therefore unlikely to return to the 
same industry or occupation. 

 
 
DW2 – Mass Layoff or Closure 
 
Yes No Must answer yes to any one of the following: 
  Was employed at a business that closed or experienced a substantial 

layoff (must select one): 
a. Business closed; or 
b. Five (5) people or 10% of that employer’s workforce were laid off, 

whichever is less. 
  Is employed at a facility at which the employer has made a general 

announcement that such facility will close within 180 days; or 
  Is employed at a facility at which the employer has made a general 

announcement that such facility or military installation will close (no firm 
date or date not within 180 days). Note that DWs in this category are 
ineligible for training and supportive services and some career services 
unless/until they have a firm closing date within 180 days. 
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DW2 OSOS and File Requirements:   
1. Update Work History Reason for Leaving to DW2. If there is no job entry on the 

Work History tab, one must be added. 
2. Add a comment stating how the customer meets the eligibility requirements for 

DW2. 
3. File requirements (for the first category – closure/substantial layoff only) include 

one of the following: verification from employer; worker list from firm; cross-match 
with state MIS database; signed intake application or enrollment form; case notes 
or self-attestation (self-attestation only in cases when other allowable source 
documentation is not available due to records retention timelines expiring.) 

 
 
DW3 – Self-Employed 
 
Yes No Must answer yes to the following: 
  Was self-employed but is unemployed as a result of general economic 

conditions in the community in which the individual resides or because of 
natural disasters.  
“The community in which the individual resides” is the geographic area in 
which the individual resides, or the industry, sector, or occupational 
community not bound my physical location which may be affected by 
general economic conditions.  An individual’s economic community may 
extend beyond the geographical location of that person and/or their 
business or source of income. Conditions that affect general economic 
conditions may include the logistical supply chain or location of 
product/service delivery. 

 
DW3 OSOS and File Requirements:   

1. Update Work History Reason for Leaving to DW3. If there is no job entry on the 
Work History tab, one must be added. 

2. Add a comment stating how the customer meets the eligibility requirements for 
DW3. 

3. File requirements: signed applicant statement. 
 
 
DW4 – Displaced Homemaker 
 
Yes No Must answer yes to all three sections to be a DW4 
  Has been providing unpaid services (any service provided without an 

employer/employee relationship) to family members in the home; and 
  (Must select one) 

a. Is unemployed and having trouble in obtaining or upgrading 
employment (difficulty in obtaining or upgrading employment can 
be satisfied by self-attestation); or 
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b. Is underemployed and having trouble in obtaining or upgrading 
employment (difficulty in obtaining or upgrading employment can 
be satisfied by self-attestation). 

Underemployed includes but is not limited to: 
• Individuals employed less than full-time who are seeking full-time 

employment; or 
• individuals who are employed in a position that is inadequate with 

respect to their skills and training; or 
• individuals who are employed who meet the definition of a low-

income individual in WIOA sec. 3(36); or 
• individuals who are employed, but whose current job’s earnings 

are not sufficient based on their training and experience or 
compared to their previous job’s earnings 

• individuals who are employed in stopgap employment. 
  (Must select one) 

a. Has been dependent on the income (receiving financial or other 
assistance to meet any basic need – food, shelter, clothing, 
transportation, or any other need necessary for self-sufficiency) of 
another family member (spouse, child, spouse’s child, daughter-
in-law, son-in-law, brother, sister, mother, father, grandparent, 
grandchild, step-brother, step-sister, step-parents, mother-in-law, 
father-in-law, brother-in-law, sister-in-law, aunt, uncle, niece, 
nephew, guardian, ward, or domestic partner) but is no longer 
supported by that income (the removal of financial or other form of 
assistance that is provided to meet any basic need; this is not 
limited to the removal of the total assistance received, rather the 
assistance received per basic need); or 

b. Is the dependent spouse of a member of the Armed Forces on 
active duty and whose family income is significantly reduced (any 
reduction in family income due to deployment) because of 
deployment, a call or order to active duty, a permanent change in 
station, or the service-connected death or disability of the 
member. 

 
DW4 OSOS and File Requirements:   

1. Update Work History Reason for Leaving to DW4. If there is no job entry on the 
Work History tab, one must be added. 

2. Add a comment stating how the customer meets the eligibility requirements for 
DW4. 

3. File requirements include one of the following: self-attestation; signed intake 
application or enrollment form; cross-match with Public Assistance records; copy 
of spouse’s layoff notice; copy of spouse’s death record; copy of spouse’s 
permanent change status (PCS) orders (for a military move or assignment); copy 
of divorce records; copy of applicable court records; copy of bank records 
(showing financial dependence on spouse, no separate individual income 
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support, or no employment income earned); needs assessment; or signed 
individual employment plan (IEP). 

 
 
DW5 – Dislocated due to Foreign Trade   
 
Yes No  
  Individuals dislocated due to foreign trade, including participants in the 

Trade Adjustment Assistance (TAA) Program who are part of a worker 
group covered under a certified trade petition, which demonstrates an 
increase in imports, a shift or acquisition in production, or a loss of sales 
and/or production which contributed importantly to the worker’s 
separation or threat of separation.  
List of Trade Act petitions: 
https://www.doleta.gov/tradeact/petitioners/taa_search_form.cfm 

 
DW5 OSOS and File Requirements:   

1. Update Work History Reason for Leaving to DW5 and complete all required 
fields. If there is no job entry on the Work History tab, one must be added. 

2. Add a comment stating how the customer meets the eligibility requirements for 
DW5. 

3. File requirements include one of the following: verification from employer; Rapid 
Response list; notice of layoff; public announcement with follow-up cross-match 
to UI database; signed intake or application form. 

 
 
DW6 – Spouse of a Member of the Armed Forces 
 
Yes No Must answer yes to any one of the following: 
  Is the spouse of a member of the Armed Forces on active duty, and who 

has experienced a loss of employment as a direct result of relocation to 
accommodate a permanent change in duty station of such member; or 

  Is the spouse of a member of the Armed Forces on active duty who is 
unemployed or underemployed and is having trouble in obtaining or 
upgrading employment. 

 
DW6 OSOS and File Requirements:   

1. Update Work History Reason for Leaving to DW6. If there is no job entry on the 
Work History tab, one must be added. 

2. Add a comment stating how the customer meets the eligibility requirements for 
DW6. 

3. File requirements include one of the following: self-attestation; signed intake 
application or enrollment form; copy of spouse’s layoff notice; copy of spouse’s 
death record; copy of spouse’s Permanent Change of Station (PCS) Orders (for 
a military move or assignment); copy of divorce records; copy of applicable court 
records; copy of bank records (showing financial dependence on spouse, no 

https://www.doleta.gov/tradeact/petitioners/taa_search_form.cfm
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separate individual income support or no employment income earned); needs 
assessment; signed individual employment plan (IEP). 

 
Definitions 
 
Long Term Unemployed (LTU) Individuals 
Individuals who receive Unemployment Compensation benefits for at least 27 weeks 
and are still unemployed.  LTU may include those individuals originally designated DWs 
as part of a National Dislocated Worker Grant (NDWG) and who remain unemployed 
once they are no longer funded with the NDWG. 
 
Underemployed Individuals 
Individuals who have been determined to be Dislocated Workers may remain DWs 
even after they have obtained employment, if they meet one of the following criteria:  (1) 
individuals employed less than full-time who are seeking full-time employment; (2) 
individuals who are employed in a position that is inadequate with respect to their skills 
and training; (3) individuals who are employed who meet the definition of a low-income 
individual in WIOA sec. 3(36); (4) individuals who are employed, but whose current job’s 
earnings are less than the self-sufficiency wage rate set by the LWDB, or are not 
sufficient based on their training and experience or compared to their earnings from 
their previous employment; and (5) individuals who are employed in stopgap 
employment. 
 
Stopgap Employment 
Stopgap employment means work an individual does only because they have lost the 
customary work for which their training, experience or work history qualifies them 
(individual is underemployed). Employment would be considered stopgap if: 

• the employment is not in the individual’s primary occupation; 
• the salary is substantially below the salary of the individual's primary occupation;   
• the individual is working substantially under the skill level of his/her customary 

occupation; and 
• the individual has been in the stopgap job less than one (1) year.  

 
There may be times when stopgap employment provides a self-sufficient wage (e.g., 
contract employment, seasonal employment, or employment obtained through a 
temporary employment services agency). Such employment would not change the 
individual’s DW status. The determination about whether an individual’s employment 
since dislocation is stopgap employment must be made on a case-by-case basis and 
take into consideration an individual’s personal, family, financial, and employment 
situation. 
 
Resources 
 

• Workforce Innovation and Opportunity Act (WIOA) 3(15);  
• Training and Employment Guidance Letter (TEGL) No. 23-19; 
• TEGL No. 19-16; and 
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• New York State Department of Labor (NYSDOL) Program Guidance Letter (PGL) 
#22-01 



Revised November 1, 2022 
Board Approval: PENDING 
 

Tompkins County Workforce Development Board 
 

Needs Related Payments Policy 
  

Purpose 
Needs-related payments provide financial assistance to participants for the purpose of 
enabling them to participate in training and are a supportive service authorized by WIOA 
sec. 134(d)(3). Unlike other supportive services, in order to qualify for needs-related 
payments a participant must be enrolled in training.  
 
Contingent on available funding a stipend of $125.00* per week (or actual UI rate, 
whichever is LESS) will be available to all participants on a bi-weekly basis while in 
school full time for a maximum of 52 weeks not to exceed $7,000 if they meet the 
following: 
  

Adults 
• Unemployed 
• do not qualify for, or have ceased to qualify for UI; and  
• are enrolled in a program of training services  
• family income (based on family-size) does not exceed 250% of the poverty level.  

 
Dislocated Workers 
• Unemployed and 
• have ceased to qualify or did not qualify for UI or TAA; and  
• were enrolled in a program of training services by the end of the 13th week after 

the most recent layoff that resulted in Dislocated Worker Status; and  
• family income (based on family-size) does not exceed 250% of the poverty level.  

 
Definition of Unemployed 
According to the Department of Labor, people are classified as unemployed if they do not 
have a job, have actively looked for work in the prior 4 weeks, and are currently available 
for work. Actively looking for work may consist of any of the following activities: 

• Contacting: 
• An employer directly or having a job interview 
• A public or private employment agency 
• Friends or relatives 
• A school or university employment center 

• Submitting resumes or filling out applications 
• Placing or answering job advertisements 
• Checking union or professional registers 
• Some other means of active job search 

 
Department of Labor Federal Registrar Supportive Services 
§ 680.930 What are needs-related payments?  

Needs-related payments provide financial assistance to participants for the 
purpose of enabling them to participate in training and are a supportive service 
authorized by WIOA sec. 134(d)(3). Unlike other supportive services, in order to 
qualify for needs related payments a participant must be enrolled in training.  
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§ 680.940 What are the eligibility requirements for adults to receive needs 
related payments?  

Adults must:  
(a) Be unemployed;  
(b) Not qualify for, or have ceased qualifying for, unemployment compensation; 
and  
(c) Be enrolled in a program of training services under WIOA sec. 134(c)(3).  

  
§ 680.950 What are the eligibility requirements for dislocated workers to 
receive needs-related payments?  
To receive needs-related payments, a dislocated worker must:  

(a) Be unemployed, and: 
(1) Have ceased to qualify for unemployment compensation or trade 
readjustment allowance under TAA; and 
(2) Be enrolled in a program of training services under WIOA sec. 134(c)(3) by 
the end of the 13th week after the most recent layoff that resulted in a 
determination of the worker’s eligibility as a dislocated worker, or, if later, by the 
end of the 8th week after the worker is informed that a short-term layoff will 
exceed 6 months; or 
(b) Be unemployed and did not qualify for unemployment compensation or trade 
readjustment assistance under TAA and be enrolled in a program of training 
services under WIOA sec. 134(c)(3). 

 
§ 680.960 May needs-related payments be paid while a participant is 
waiting to start training classes?  

Yes, payments may be provided if the participant has been accepted in a training 
program that will begin within 30 calendar days. The Governor may authorize 
local areas to extend the 30- day period to address appropriate circumstances.  

 
§ 680.970 How is the level of needs-related payments determined?  

(a) The payment level for adults must be established by the Local WDB. For 
statewide projects, the payment level for adults must be established by the State 
WDB.  
(b) For dislocated workers, payments must not exceed the greater of either of the 
following levels:  
(1) The applicable weekly level of the unemployment compensation benefit, for 
participants who were eligible for unemployment compensation as a result of the 
qualifying dislocation; or  
(2) The poverty level for an equivalent period, for participants who did not 
qualify for unemployment compensation as a result of the qualifying layoff. The 
weekly payment level must be adjusted to reflect changes in total family income, 
as determined by Local WDB policies. 
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Clarification to Policy   

1.      Semester breaks of 14 days or less 
Customers eligible for needs-related payments shall be paid for school breaks1[1] 
lasting 14 weekdays or less with no obligation on their part. 
  
2.      Semester breaks of 15 days or more 
Customers eligible for needs-related payments shall be paid for school breaks 
lasting 15 weekdays or more if they are in compliance with bi-weekly 
employment-related activities designed and monitored by Workforce 
Development Specialists. 

 
Important Notes: 
  
*WIOA should be the last option of funding if other programs or providers 
are available. Denial of other services should be annotated to OSOS.* 
 
 *All needs related payments should have an appropriate corresponding 
comment entered in OSOS. Please make sure that all OSOS fields are 
updated to meet eligibility requirements. E.g. Work History, Employment 
status. * 

 
1[1] School breaks are defined as Spring Break, Winter/Christmas Break, etc. and the period of time between 
Fall and Spring; Spring and Summer; and Summer and Fall semesters.  Under no circumstances will 
customers be allowed to collect needs-related payments over the summer if they are not attending classes. 
 
 
         



33.3% of yr.

Fiscal Year 2022 - 2023 Budget Oct-21 Oct-22

2021 - 2022 

YTD

2021 - 2022 

Balance

YTD % of 

Budget

Expenditures

Staff Wage 288,229 9,767.22 16,657.48 78,062.26 210,166.74 27%

Fringe 131,474 5,147.31 7,829.02 36,689.27 94,784.73 28%

Rent/Taxes 32,640 1,636.00 2,720.00 10,880.00 21,760.00 33%

Professional Services 1,500 0.00 0.00 0.00 1,500.00 0%

Office Supplies 2,000 0.00 234.22 764.88 1,235.12 38%

Office Furnishings 1,000 0.00 0.00 365.35 634.65 37%

Heat/Electric 0 0.00 0.00 0.00 0.00 0%

Software/Hardware 1,000 201.63 0.00 190.06 809.94 19%

Computer Equipment 3,000 0.00 351.49 351.49 2,648.51 12%

Postage 35 3.05 0.00 0.00 35.00 0%

Travel Training 6,000 295.00 1,015.01 1,733.76 4,266.24 29%

Local Travel 1,000 0.00 0.00 0.00 1,000.00 0%

Phone 5,000 208.92 296.26 1,894.27 3,105.73 38%

Membership Dues 5,100 0.00 0.00 0.00 5,100.00 0%

Sub Contracts 1,277,299 82,732.19 96,508.98 601,046.42 676,252.58 47%

IT Services 2,100 0.00 0.00 0.00 2,100.00 0%

Books, Subs & Periodicals 700 80.00 0.00 40.00 660.00 6%

Advertising 500 83.50 0.00 0.00 500.00 0%

Program Expenses 6,120 0.00 1,550.49 1,708.49 4,411.51 28%

Printing 3,000 0.00 0.00 148.91 2,851.09 5%

Meeting Expenses (Food, Supplies & Meeting Space) 2,480 0.00 1,320.00 1,320.00 1,160.00 53%

Total Expenditures 1,770,177 100,154.82 128,482.95 735,195.16 1,034,981.84 42%

Budget Oct-21 Oct-22 YTD Balance

YTD % of 

Budget

Revenue

WIOA Admin 80,000 1,762.68 2,701.17 9,374.49 70,625.51 12%

WIOA Adult 205,500 15,641.94 18,925.99 80,915.21 124,584.79 39%

WIOA Dislocated Worker 169,000 2,985.44 11,226.18 51,344.35 117,655.65 30%

WIOA Youth 529,000 20,103.59 36,944.98 146,806.10 382,193.90 28%

SYEP 355,751 0.00 0.00 302,389.00 53,362.00 85%

County 292,378 6,140.94 15,630.44 51,038.01 241,339.99 17%

Tourism 13,500 0.00 1,774.80 8,660.75 4,839.25 64%

ER-NDWG 13,200 0.00 635.49 7,683.34 13,835.49 58%

Misc - Park Foundation, Community Foundation, United Way 0 0.00 700.00 161,700.00 161,700.00 0%

NY-SCION 96,848 0.00 7,360.02 30,884.71 104,208.02 32%

Ticket to Work 15,000 0.00 0.00 0.00 15,000.00 0.00

Total Revenue 1,770,177 46,634.59 95,899.07 850,795.96 1,289,344.60 48%

*All Expenditures and Revenue are recorded on a cash basis and as such records may show a shortfall or surplus.

 This is not an operating expense concern.

Tompkins County Workforce Development Board

Budget Statement

31-Oct-22



33.3% of yr.

Fiscal Year 2022-2023 Budget Oct-21 Oct-22

2022 -2023 

YTD

2022-2023 

Balance

YTD % of 

Budget

Expenditures

Staff Wage 388,689 26758.03 23712.99 86806.87 301882.13 22%

Fringe 177,190 14101.47 10665.73 39141.08 138048.92 22%

Rent/Taxes 32,810 0.00 0.00 6276.69 26533.31 19%

Copier Contract 599 45.58 0.00 123.55 475.45 21%

Phone Maintenance 490 0.00 0.00 0.00 490.00 0%

Office Supplies 418 0.00 0.00 0.00 418.00 0%

Office Furnishings 418 0.00 0.00 0.00 418.00 0%

Postage 348 0.00 0.00 125.80 222.20 36%

Travel Training 6,964 1770.00 977.36 977.36 5986.64 14%

Local Travel 3,621 54.77 35.75 462.70 3158.30 13%

Phone 2948 747.10 122.59 -10723.93 13671.93 -364%

Membership Dues 209 0.00 0.00 0.00 209.00 0%

Books, Subscriptions & Periodicals 2960 175.98 0.00 731.97 2228.03 25%

Computer Software/Hardware 696 274.91 0.00 0.00 696.00 0%

IT Services 2,512 0.00 0.00 0.00 2512.00 0%

Printing 1276 13.82 15.89 209.46 1066.54 16%

Sub Contract 4000 0.00 0.00 0.00 4000.00 0%

Supportive Services 26,000 815.00 949.42 7408.69 18591.31 28%

Tuition 68058 11040.00 5834.00 35917.00 32141.00 53%

OJT 85900 0.00 0.00 2033.03 83866.97 2%

Participant Wages 125000 1900.01 11367.90 62615.75 62384.25 50%

Participant Fringe 14,571 241.30 1307.30 7200.81 7370.19 49%

Total Expenditures 945,677 57937.97 54988.93 239306.83 706370.17 25%

Adm, Adult, IS/OS Youth, DW, ER-NDWG Expenses only in summary

Tompkins County Office of Employment Training

Budget Statement

31-Oct-22
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